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rcomparisons of job claLsmficaticns, salaries, job requirements, and in learning

; of problems encountered with beginning office workers.

-
-

'?‘.IVP‘RE’FACE." \"

)" Q

Througy the efforts of Dr. Norman F. Kallaus, theljéwa Business Education

Association is able to bring you up-to-datﬂﬁinformation on changing tn\pds and A

current practices related. to hiring snd training béginning office workers. p

v

N ~The demand'forcapable, adaptable office workers continues to grow, a nd it
) w "

is the concern of business educators tQ furnish business and industry with~we11- .

o,
o ) LY

traineé workers for entﬁg pos« tions.’ This monograph will provide an invaluable :

- A

guide to educators for ietting standards in training. future office empigyees and
ontent to meet the expectations of tﬁe business world

for structur}ng course
. Selecting the "ri ht" prospective employee for ‘the job is a major concern

for the office manager and thLS monograph will be most. useful in making

« !

- .
. l . . P
-y - . :

Mrs. Glenny M. Tsys7u ' ‘

) December, 1973 ' i , - : "~ IBEA President
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data for this sxudy~~without which this monograph could not have been L xJ
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- Central Community Cdllege and a former business education student at The | .,; ¢
.UniVersity of Iowa, helped to develop the questionnaire and took charge of

its mailing and return, graduate students in business education at The’

.o and Linda Knowling assisted in the zﬁtaork. ;ditorially, the project was

_as well as the Iowa Business Educafion Association, publisher of this

'monograph, the author is grateful. o - \
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direction of Carol Skripsky, departmental secretary in business education, N v

under the experlenced supervidion of Professor Edith Ennis of the Business

Education Department at The University of. Iowa. To each of these individuals fl=s

\ - . L. e .

.Q

e
by
-

‘1v ,' b

»




s Acknowl

2. TYP

PR

Fig. 1.

H@ﬁwe..».}.

Comparing typing and s

'5.  PERSONNEL Pz:5;ICES AND TRENDS

edgments . .»;

9L nd 1970 Studdes . o v v e v e b s
197: SEUAY o oy v v o0 o b oo b )
. :

ES OF O?FICE JOBS AVAILABLE . . . e

e : .

1. INTRODUCTION e e e T

-

Types of JObS available--compared with l966 and l970

X

< T

Current standards “for typewriting skills . . c ol ;'

studies

Cutrent standards for shorthand skills . . . . . e

Types- of machine opefator.skills réquired

orthand skill requirements

" Amouht of data processing knowledge and skills required

L] "

N
.-

[}
[ ]

'
hJ

il

3. KNOWLEDGE AND SKILL REQUIREMENTS FOR BEGINNING OFFICE WORKERS .

——

Current,and anticipated clanges in office skill requirements

*

Human relations problems A
Taboo activitief T S I

Office-enfry jobs open tOMEN o o o o o

Orientation and trdining programs . . .,

6. SALARIES;OF BEGINNING OFFICE WORKERS . . .

. Monthly salaries - ‘1972 study o e e e

Current l973 74 salaries ¢ . v ¢ 0 4 4 e

7. THE PROFILE OF OFFICE EMPLOYMENT e 4 e e

An Offipe Employment Profile e

[

. ‘ ..

Criteria for promotion of office employees . .

Appendix A ~ Firms Identified as Participating in
Appendix B - Survey QuEt

Study
ionnaireo e o o 80P e o 4 0

~ Fringe benefits available to office employees

(-

-

: Preferences in hiring qooperative program graduates
~ Sources. of new\employees’for the office
Reasons for not hiring a prospective employee»'

*

e o ®» o' e o




Tabléd

17

1

2

2

3

4

'5 .
6

7 ®

8-

9. .

10

11

12
13

u

15

16

o 7

Reasons (Other Than Lac

- Menthly Safaries for Beginning Office Workers

" LIST OF TABLES

T es)of Office Job/s - Available to High Schbol Graduates,
1972 Iowa Study

Typewriting~Skill equirements for®Beginning Office wOrkers _
(Clerk-Typist), 1972 Iowa Study (42 Firms) + . . v +» + o .+ .

Typewriting Skill/Requirements’ for Beginning Office Woxkers
(Stenographer)/, 1972 Iowa Study (42 Firms) . . « v & « « + &

.Typewriting Skil] Requirements for Beginning Office Workers .

.(Receptionist), 1972 Iowa Study (42 Firms) . .’. o « % & o
Shorthand Skill /Requirements for Beginning Office Workers

(Clerk-Typis ), 1972 Iowa Study (42 Firms) e v e e e e e e e

Shorthand Skil Requirements for Beginning Office Workers

" (Stenographer), 1972 Iowa Study (42 Firms) e e e

Shorﬁhand Skill Requirements for Beginning Office Workers

(Receptio is*), 1972 Iowa Study (42 Firms) e ete o . ; -

Office Machines With Which Students Should.be Familiar Bef
Entering/Full-Time Office Work, 1972 ‘Towa Study (42 Firm ) ¢

. Data Procesgsing Knowledge and”Skill Required of New Offace

' 1972 jowa Study (42 Firms)

Wor
Gngnéegein Office Skill Requirements Over the Last F1Ve Yedrs,
1972 Iowa Stud}’ (42 F:frmS) LI ) s e e w4 e o o‘ o s s o e o‘

Antlcipated CEEnges in Office Hiri ing Stnndards inANext FiVe.
Years, 1072 Iowa Study, (42 Firms)

1972 Io a Study (42 FimS) L) . L] L[] L2 . ‘e 88 [ L] L] L] . L] [ ] L] L]

;Taboo ActiVities and Behavior in the Office, 1972 Iowa

Study (42 FimS) ¢ & & & o 8 o 5 s e ¥ s s s 0 e s s 0“ s ®

j Types of Office Jobs in Respondent Firms for Which Young Men ’

" Hould be Considered, 1972 Iowa Study (42 Firms) . . .
Preferengces Given to Graduates of Cooperative Office Education.
Programs, 1972 Iowa Study (42 Firms) P N

Sources for Obtaining New Office Employees, 1972 Iowa Study .

s 8 s s s e o.ooi'o-‘::o

of Skill) for Not Hiring Prospective'
Office Employees, 1972 Iowa Study (42 Firms) . ¢ ¢ o v o o &

(42 Firms) « . o .k?

Orientation and In-house Training Normally Given.to Begimning A
Office Workers, 1972 Iowa, Study (42 Firme) . . e e e e s e

14

Criteria for Promotion ‘of Beginning Office WorkKers, .
1972 Towa Study (42 FIEmMS) . ¢ o ¢ 4 ¢ o o o o o o o o o o o
Fringe BYnefits Generally Avallable. to-Beginning Office. [, .
' Workers, 1972 Towa Study (42 Firms) - .k;/f e e e e e b

(Clerk—Typist), '
(Steﬂ;;rapher),

(Receptionist),

o o ¢ & o & o 4

Monthly Salaries for Beginning Office Wor
1972 Towa Study (42 Firms) . v o 4 o 4 %

Monthly Salaries for Beginning Office WQrkers
1972 Towa Study (42 Firms) ¢ + o . e

1972 Towa Study (42 FITMS) o o o o o o o o

| &3}' I

vi

(42 FiMS) L O R Y I . .. 0'0'0 o. TR ob

s, 86 o o O @ i \0"';

_Human Relations Problems of Beginning Office Workers,

e

11
12

- 13

16

ig v,
20
21
23
25

'26 '.
27 .

29

- 30
31

33 .
34
35

24




\ ’

AN OFFICE EMPLOYNENT PROFILE
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" JOB-ENTRY REQUIREMENTS, BEHAVIOR PATTERNS,. S
.- - AND CAREER OPPORTUNITIES |

' v

§/ .

-1, INTRODUCTION |
) ¢

N L. : ) . ) ;
. The office world is the victim-of many stereotypes. To many/people, the \'
office represents desks, typewriters, .and calculating machines; ringing . ' /
télephones, xerox copiers, .and paperwork;.receptiodists,_secretaries, and . \ ’
accountants.  While this is not an.incorrect picture of the office in today's o
" world, nevertheless it is a decfliedly "limited view, and one that needs periodic . -
reexamination. o TN | S

, “varlety of meanings, It has, : ‘
for example, been called a religious certmony, as in the case of the office

of marriage; a position of, autﬂbrity, such as the office of the President of
the United;States; and a éunction, such as the offive of the ears is o hear,
‘In England, the word has frequently been used to' identify tgg,part of ‘a house

*.  where servants perform their'duties._l

. “Historically the wérd*oﬁfice»hés borne %

<

-« In modern times, business orgaqizdtiohs have called the office & place
where information-processing work is performed as well as the funetion of
performing information-processing activities, The basic point,.thefefore, is.
that the.office as a place-function and its employees as economic production’ '
. ~ workers handle data in the form of words, numbers, and related symbols; to
: produce a useful product~~information. Numbers that are accumulated,ﬁ¢lassified, 'y
calculated, and summarized conmstitute, in today's parlance, data proceeging;
similarly, the assembling, recording, transcribing, reproducing, ajzfreporting

-~

of words constitute the process called word proceseing. Both types of information
‘processing, when combined, constitute office,work in today's world pf work.

~ The responsibility. for efficient office work rests upon many shoylders.’
‘In our nation's schools at various levels- (high schools, .junior and community .
colleges, vocational-technical schools, proprietary business schools, and -
colleges and universities) curricula exist fdr;educacing and re-educating people

/

1Irene;Plaée,;'"Paper 23 Syétems'énd Procedures RéseQrch in Office Adminisn | S
trative Management," BUSINESS AND OFFICE EDUCATION, The Center;for'Vocational T
- and Technical Education, The Ohio State University, March, 1966, p. 34. . '

i
. - . / ' - K ca o
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% - for office careers. I addition, other institutions (in governmenr as well as’

in the private sectors) seek to select, tést, hire, and maintain an-efficient

_office force, Those individuals hdlding such _pagitions as office managers and

supenvisors; departmental and division executives such as the heads of personnel,

- data processing, and adminlstrative services--all are vitally intenested in

T maintaining an up-to-date posture and knowlelge of office services.. Finally,

> and perhaps, most importantly, the preseat and future students of our schools=-
those many young men and women’%ho represent the office staff of tomorrow--must
understand what the office is, what opportﬂnities it offers to them, and how

their interests and aptitudes might be marshalled to-secure profjtable employdgnt
in the 6ffice, should this be their decision. . e

. ’ .
» . . . . P
. . . . . o
Q o - = v : - ~ [
. .

_ 1966 “and 1970 studzes o “NL' ) , :-u: . \

[ ]

~

The ‘information in this. monograph is basically a. follow-up study ot two :
sﬁmilaf surveys, one made in 1966 and another in 1970 The 1966 study ingluded
. responses from 35 selected large firms in Iowa and surrounding state These
: same firms as well as additional organizations were gurveyed later, and reported
in the 1970 publication, HIRING STANDARDS AND JOB OPPORTUNITIES FOR BEGINNING' \
~ OFFICE WORKFRS.2 In the 1970 report, 40 out of 55 questiopnaires were returned
L providing up-to-date information on mtamy practical aspects of ithe,office employ-
ment environment especially related to job—entry positio s normally filled by
high school graduates. ;9

!

.\ K » .
. |,/ -

N . N . li
8 3 . . .

3972 study. o ‘

Pata in this survey were obtained from questionnaires which were sentito
a group*of the 50 largest business employers in the public ‘sector in the State |,
of Iowa. (A "List of these firms is foynd in Appendix A.) Forty=-two of the 50
firms responded to the request for.information, representing an 84 percent return.”
‘Even though the nature of the group surveyed in the three studies varied to some

_ extent, nevertheless, each covered the State of Iowa and its major industries;

and, each included information of a very similar mature. Consequently, it is ¢
believed that sufficient sﬁmilarities exist in the studies to make comparisons

¢ meaningful throughout this study. ﬂThe_questionnaire used in ghi.s study- is found
in Appendix B.) . i - : :

Basically, this report is intended to give business educators and their

: students, as well as business administrators—-men .and women occupying positions

s ' in the office and, personnel management--an opportunity to study the /current

k office employment ‘scene. Each of these individuals shares an intergst in _
efficient office production, and each’ needs to be alert to changin ‘trends, and
current practfces related to hiring beginning office workers.. Whetever possible,

S too, each one should be able to make comparisons with and observe rends as’
- ':reported by earlier_studies. : R / _

.’ . K ‘ . ’

, _ . : i e

S

i »
2Norman F. Kallaus, HIRING STANDARDS AND JOB OPPORTUNITIES FOR.BEGINNING

OFFICE WORKERS, Bureau of Business and Economic Research, The University of Iowa,
' Iowa City, 1970,

\
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Admittedly, some information, such as-data on salaries ‘and job availability,
 will nontinue-to change through time because of conditions in the local, state, -
regional, and national economies. Hewever, the basic nature of the office “job .
-pleture also contains many elemerts of stability and a'ETear-cpt'pattern which

teacher, student, and businessperson alike can watch with interest and, it would
seem, confidence. T - .

¢

-

. - S v Lo
2. TYPES OF OFFICE JOBS AVAILABLE . | e
: ' : . : ' E o .\. ' .
| . Of special interest to business teachets and high schqoi students are the.
types of office jobs available for beginning workers in the firms surveyed. -
Each of the 42 firms responding to this survey listed one or more office jobs
available, as shown in Table 1. | : o :
Types of jobs available--compared with 1966 and 1970 studies -
. ' Business teachers, in |particular, may be interested in the office jobs e
which were indicated as avdilable in each of the three studies and in comparing-
..any changes in this list with findings of previous -studies. An abbreviated
_comparison of the six most_frequently listed positions follows in descending

- order of frequency? ;

o 1972, study Co. + 1970 study o 1966 study ' -
1, clerk-typists . ". filing clerk ] ~ tclerk-typist _L -
- 2, mail clerk . mail clerk , _ stenographer. . . , .
3, ‘stenographer o . keypunch operator - general clerk g
4, filing clerk stenographer machine operator g
5. receptionist . * transcriber transcriber . -
6. keypunch operator ' receptionist ' - messenger ,

4

e . - RN . .
. A glince at these available positions indicates very &imilar positiom -

. Iistings in all fhrge studies. In addition, it continueg to substantiate the , .
. o b 4 ‘fact that high school g;&huatgs of office education
A RN Gk~ programs will most likely fiwd work in the general
; Tmaw mem | ' clerical positions. If owe assumes that only the '

stenographer (as a shorthand-using worker) is the
only pogition not traditionally regarded as general '
clerical, thdn these surveys reconfirm the steady
role that general clerical, skills must play in
preparing beginning office workers.

"~ Some fluctuétidn is noted in both keypunch
,operator andlstenographer positions in gach of o

R
11!
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. .Table 1 - = .

1
»

..
-

Types of Office Jobs Available to High mnﬂoo“_.-nw.wmcwn,mm..._wwww Iowa Study (42 Firms)

Job - ¢ ZO...om firms Cumulative Percent of total . Cunulative .
'with n.wwm .no. of jobs " -jobs reported percent of total
job available reported - . . o "jobs reported
- /rsv
° ' Clerk-typist . . 42 -t 42 15.162 > 15.162
g . he LS - - , - w - K
Mail clerk ~ - R ﬁ , 37, 79 13.357 28.519
S S e
* Stenographer ) . .. 32 ., - 111 11.552 /. 40.071 o)
. : | - R . . . o
Filing clerk" - / . 29 = ” 140 -1 10.469 50.540
- Receptiopist L 29 - 169 s+ 10.469 61.009 -
Keypunch operator T - 27 .7 N 196 9.747 =~ . IZ—"" 70.756
. . . . \ . S -
_ - ' o 1 o . ' .
- Payroll.clerk 26 v . 220 : 8.668 79.420
.- Calculating machine operator 16 236 . -5.776 85.196
: - o T , . .
- . Transcribing machine operator 35— . 251 5.415 90.611
'Computer Operator - . 13 . 264 T 4.693 95.304 °
IBM MT/ST operator . 7 271 - 2.527 97.831
Other: //. . ; 6. 277 -~ 2.166 ! 100.000*
) Any office nwmﬂwnmw position 1 ”.. e ] = g
‘Insurance claims clerk H ) x o -
- i X A T . Cumulative percents have been rounded to three decimal._
- Secretary T - 1 places on all tables in this study. A .
T . 4 ~ . . . - ' )
- . Unspecified jobs .3 ) O
. : - _ \Ul

E

WA FuiToxt provided by ERIC
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these studies, .xn dadition,_such-ppsitidns as bookkeeper and acc)unting clerk -
wete not mentioned in the. top six positiong in any of the studies, nor were - s
any clerical positions other tham, computer- operator located in'the data processing
department.  However,,this latter positiom amd the IBM MT/ST operator -in word 3
processing represent the first time that these mass- production positions have .
taken a firmer hold in the;bffice»empryment~%éene; . IO '

&
| N o

. . s .
- . . . . N

(] x . . ) * < ¢ . -
b . (-
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- 3, KNOWLEDGE AND SKILL BEQUIREMENTS FOR -
; o " BEGINNING OFFICE WORKERS - .
’ \‘ : 9 ’ -’\.

y ! _
’ :.\ ' ) r‘ ' -lo‘ - AN {fj ’ RN ' ‘ . ',‘
. , Cuprrént standards fbf typewriting ekills - = o o

3 -\ The typewritér remains the "workhorde' machine in the office; and itL~
L remgins the principal machine for:which offiée'education inspruction exists.
. As expected, all\ of the firms replied to the queries regarding typewriting skill
) requirements for ¢lerk-typists (Table 2), for stenographers (Table 3),“a%dffor--

receptionists (Table 4). A comparison of Key data from each'pf these tables =~
with earlier studies follows. Note espec 11y foothote 3 for an intetrpketation

of the cumulative data: columns in this gzudy. : , .
. ’ . : / } L., [

. : | y
! . . . .
Current standards for shorthand skills

Slightly more than half of the firms
' regponding indicated shorthand skill require-
ments for stenographers. Since no reasons,
| were given for the fact that 20 (out of 42) |
* firms did not indicate'any such skill-require-
: méent for thig positionm, onebcannof’spéculéte
\ L on the need for such a skill for this position..
" Qurrent literature references and consistent
 want-ad scanning clearly point out the A
continued high demand for stenographers ‘\
possessing a usable shorthand skill,

376 interpret the tables in thig monogr h: These tables wered generated ~ .

by 'a. NUMFREQ (numerical frequency) standard computer program, In providing .
the frequencies and cumulative information in each table, the titles of the

.four right columns on each table’ had to be properly labeled to be meaningful
: to the reader. Note, for example, Table 2, which id a typical table. In order
v ' to read section A of this table, for example, the reader should note ‘that 9 firms

| reported a typing speed requirement of 50 wpm, which represents a cumulative number
of 52 typing requirements reportied. These 52 requirements,,in turn,.represent.
15.517% ‘of the total ‘'of 58 typing requirements reparted, or a cufulative percent
of 89,653% of all typlng requirements réported. Obviousty, then, the cumulative
rumber 'and percent of firms could not be presented- by fhis standard program,
espectally. aince many firms often reported on more than one item per question when
they submitted data on the questiomnaire. o E o

-

s .
v . i
+ R . . . s ¢
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- Typewriting Skill Requirements for Beginhing Office Workers {flerk-Typist)y 1972 Towa Sgudy {42 Firms) . - /%

. mypiag - - G| No. of ftris. .

..f.“.mamacwmmm¢mcmmﬂnm#ﬂuomy

‘» - Requirement. ﬁn&..nﬁﬁﬂ%ﬁm. : LO% S S total typing - "¢/ <
S T 4 ‘- requirement : ements - . requirements www.m,ﬂn@.m\ :

- -~ X 3 -

. © A.Speed 30 .WPM .
s e A0 Dl e
e N
S 60 T

B. Length om‘MWEHmm

£, .. in minutes . .
~. - - \H ) ] '_ .
) - u uhl .
.U - .
-« . * .
. - w S }
> " - -l .ch N ..\ .
C. Accuracy Reguire-: - ": |

. ..o.A .
62:500° . 7
A 86,866 T L
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. 50 . & v - . - 22.222 o - < 77.776
. -60 & . ’ - 22,222 - 1060800
. . - . ,m ) . .. ' . . s .
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7. R 1 : 1S e ' 7.692 . 84.612 .
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_ Three tables (Table 5 for clerkntypist, 6, ﬁor stenogrepher, and 7 for
- receptionist) show shorthand skill requirements for beginning office workers,--
These. tables, among other things, dispel the myth that only secretaries-and
_stenographers are required to possess a shorthand skill, +As would be expected;
- of course, a majority of the firms requixed,shorthand as a skill for stenographers

rather ‘than for clerk~typists and receptionists.

,.‘b%

. ... ) -,j ! :: . .-.,_; Q . . -. . . . R | ..!..‘. ) .‘
' Compareng/iypzng qﬂd shorthand sktZZ requerements L SR

" : C

. The following data summarize the 1ow-to-high speed ranges for typewriting

- skills “and for shorthand skills required of . clerk—typists, stenographers, and
receptionists. . In addition, median tigures are provided.

P

e s e typzng ekill .
: ,P08$t??r D " required speed range median.
"cLerk-typist

. ' 'stenographer

. receptionist

45 wpm=5 min,
60 wpm-5 min,
N 42 wpm-5 mip,
s T
r. median .

Ry Y

1. 23=60 wpm

. " osition ‘shorthand skill

AR A " required speed range

| ﬁm o5 min,
80 wpm=5 min.

- 70 wpme.mins

. *40-80 wpm .
60-120 wpm
50-90 wpm -

¢ g o . .

,iimh«”wiwwmirmim“wmqmmc?. . cd&g

, . Most skill requirements in typewriting_end shorthend remained relatively

--.stable as one compares "1Y66, 1968, and 1972 data. ‘The one ¢¥ception is the
required shorthand speed for- stenographers which is now 60—120 wpm (a low-to=-
high range).as compared to 70-100 wpm, as reported in the 1968 study. No
comparable standards are available for receptionists, as tHis work category
was not included in ‘the: previous studies. T

g 'hclerk—typist
wd stenographer
o receptionist

W ) . . o ) NS

T ke

Types of;nachene operator gkills requvred S .fn;J‘
-“Table 8 shows clearly the wide range. Qf information processing machines -
used in offices as welll as the variety of skills. required to opeérate tliese

machines, Note that the typewriter was not included

. tior having been made earlier that it was a basic machirde whose operation is

‘ an absolute necessity for all office workers.

| Date from’ this survey ghow that adding and calculgiing machines, keypunch

e machines, and duplicating machines ranked 1,
A

' 2

4All typewriting qpeeds throughout this
minute..
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iz{this table, the assump- R

2, and, 3 /in terms of frequency

study refer to gross words per N
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Shorthand Skill .wmncu.m.msmﬂnm.. for Beginning Office Workers (Stenographer), 1972 Towa Study (42 Firms) .
) " o ) 1. e e . .
. - Shorthamnd No. of firms, - | Cumulative no. of Percent of total "Cumulative percent
requirement |  with this / shorthand . - shorthand - of total shorthand
. shorthand requirement requirenents - requirements * requirements’
B . ) - V. reported % g L/ reported e reported . . .
- T — ] ) i R ) s j . e
e . » . .w 2. . . . ) *
. A. Speed 60 WBM 3 3 13.636 _ 13.636
. o ' : i . - - - e ) . - . ...,/ R - -
70, - 1- % 4.545 - 18.181
- .. 80. o1 : 15 ~ 50.000 , 68.181"
.. o - - & I I T 18.181 86.362
’ . . . - . ) . \ ]
100 ._ 1, . o - 20 4.545 | 1 90.907 | |
et ‘ , s . .. -
e . 1200 2 ..MN 9.090 100.000 /,. -
c\h“\uf"l) : — = — = -
o T ws w/. - T .
'B. Dictatien~ .~ . , . .
Hgmﬂﬁ, ;. S . .4 ..ﬂ. . -
~ in .._,... ) ». \Mf.\ z |
- minutées . b . .. . u
‘ LN . . . ] . < -
S 4 4 30769 _ . v . 36.769
. $ ' ./////,/ . ) . . * (. . ‘
. -3 o 1 5 7.692 38.461
5 . & 9 : 30.769 69.230
10 & 13 _F ©30.769- © 100.000 -
N . \\ . ” )
? - - & . o . . e h .
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- as was ‘true dn both the 1966 and 1970 studies. Far down the liat in ‘order-of
frequency are the other machipes, with no firms requiring any knowledge of -

o microfilming equipment, presumably because this equipment--at ]east in.a ;‘ \
- ; photographic sense——represgnts highly technical work, ’ '

. of special interest in Table 8 is the opnrational skill required for operating ot
the computer.. Inj1966 the computer ranKed eighth; in 1970, fourth; and aggin in - '
1973, eighth, suggbsting that the computer. familiarity requirement is variable,”

- outranked in 1973 by the teletypewriter (possibly a computer terminal device), .
addressograph, and tabulating machines, other than the keypunch, ‘Business b

" teachers will agree that the opération of the computer donsole is rarely taught

. 'in high schools; in fact, rarely is it taught in a formal classroom. Rather,
: it seéms to be taught on the job as a highly specialized activity in a data

'processing department. . ) _ e \ : | ,

. cor
\ e .

‘Amount of data processzng knowZedge and skzZZ requtred ~ -_' - i - .

A very interesting, and possibly surprising, finding appears in Table 9

concerning the -data procéssing needs of new office workers. All but one of |

thé respondents replied.to this question, with 26 firms indicating that no,

training.in, data processing was essential unlg&s employees work directly in ) -, ' N

a data processing area.- Only 12 firms (out of 42) felt that training in data S
I : L .- processing would be helpful, Cumulatively, = ', -\

e ‘ - thetefore, 38 of the 4IN{irms responding to ' '

' this ‘question do not’ feel- that any training

.- -——in-data processing-is-required.- In essente, . i . _
.- this must mean.that new office workers .are ' :
i basically manual systems orienfépds or, if AN
. they do qualify for data processing positions, BN
" = such training is provided by the firms - :
_themselves. e - : .'”

: This finding differs markedly from the . :
'1970 study findings in which 16 out of 40 - o .
firms required some acquaintanceship knowledge -
of data. processing, and an additional 6 felt
such training would be helpful., The 1966 .
stuiz disclosed almost ide?tical findings to’

the (1970 study,

'y

€ ‘- ~ ~
) Current and antzezpated changes in ojbzoe 8k$ZZ requzrements . ;\\_ o k}/ 5
Table 10 shows what changes , in skill" requirements have taken place over the
past five years. Respondent . firms listed a total of/55 different reactions to the
‘ question of change in their office ‘skills. Two items of change stand ou oA
significant: (1) the fact that no change has occu red; and (2) - 18 fir ‘
a total possible 42 firms indicated less need for shorthand. ,
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- - - g Table 4 . ) |
- , _ - N 2N . I A , . ‘
. Office Machines™ With Whick Students Should Be Familiar , . .
_ Before Entering Full-Time cmmu..nmvﬂwaw.wu 1972 Iowa Study (42 Firms)
) : . L o ¢
—.. Machine No. of firms Cumulative- no. Percent of total Cumulative percent
“ ) requiring of machine ~| _machine . “of total machine
K - -knowledge of Yequirements 7  requirements . requirements
ﬁ : machine | reported P reported »* reported |
- Adding/calculating machines ) - 38 .38 = 32.203 32,203 S
X . Keypunch machines _ 23 61 19,491 51.694
— , Duplicating machines . 20 L. 81 16.949 68.643 N
. Teletypewriter °* N .o 87T, 5.084 . 73.727 N
. Addressograph ) ) . 5 b 92 4,237 77.964 - .
- Tabulating machines v 5 . % '4.237 . - 82.201
: Flexowriter ' : 4 - C 101 3.389 85.590°
S Computer 3 | 104 *. 2.542 : 88.132
_ Billing machine o2 P 106 “1.694 89.826 . .
- Card-o-type . " ST 2 . 108 1.694 91.520 |
| . . Varitype . 1 ;109 - 0.847 92.367 -
| ‘Offset " ... . 1 . 110 0.847 93.214
| Microfilming - 0 .10 ] 0.000 93.214
| . Other: . e 8 . | Hu-m\..._ 6.779 100,000
v . Typewriter b . S . .
: ' Typewriter/dictaphone == 1 ™~ | > P .
| Typewriter/10-key adder' 1 L . | . ] .
rw M/t . 1 . | .
Photo=copying machine - 1 T~ - . -
: AR S S -
| - & I ,JJM/ ] , ~ _ _ .
| _w».m. assumption was made in this question .n#.mn.mmswwwmﬂwn%/a&.mwv the w%mmawwnmﬂ would be expected of all p
or most high school graduates entering the .office field. Therefore,. the typewriter as an office machine
e - ﬂmm.non~mwmnwmwnwww% listed as -a machine for Hmvaﬂmmﬂ%m. to consider.’ : - - . s
S . o . ) /,..... © . : . S . .
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Data WHonmmmwnm wuoﬂwmmmm and Skill Required ow.Zmﬂ meMmMUﬂmﬂwnﬁm. 1972 Towa Study (42 Firms)

CS " .
< e : ! .- .o

1
1 . . - T  — B
o .
)

. Type of knowledge _ : No. of firms | " Cumulative no. of|  Percent omnWMﬁmwz.n:auwmnwﬂm_@mﬂnmﬂn
and/or skill E requiring this knowledge/skill ‘knowledge/skill | = of total MW

. knpwledge | requirements - | , requirements .| knowledgefskill

and/or skill | reported . ‘reported - .  requirements - . .
e : . reported

Y

. m , ’ . } : ~
- No training essential unless employees 4 o : . o . :
///J//I are nm.ﬂdww in data processing area ) : 26 .M. 26 1 63.414 - , ) - -63.414

-

No training required but some nwmwbvum S - DF - . S _
helpful ) R oo 12 ; . 38 29.268 - | 92.682

«

| J :
Basic keypunch skill desired . b 3 | 41 2T A, X 100.000
_ - e e e S S

Introduction to-data processing y . o Ww . . o . .
- . acquaintanceship.unit E .Wlwmv ol 0 41 -} -~ 00.000 . . 100.000
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Changes in Office wWHE.H Wmncwn.mamﬂnm Over nim Last H..Mé.m Ammﬂm» quw Iowa mnﬁmw Q_.N m.m.nsmv - / . B
/,v M /
Change, if mﬁ% No. om mm.ﬂam w ncBE.manm ‘Percent of nOnmu. ) naaﬁuwﬂwdm o
. . “_.Ewu.omn“_.ﬂm no. of changes ,l|m.mﬂnmﬂn of total :
r ® i s B - ra .
change changes - ' reported changes °.
: - reported )\ g reported
No change . 19 19 .. 34,545 34.545 7
T i ) . . . ~ » ’ . Il
Less-need for shorthand  _ .18 . 37 32.727 ;. 67.272 ) .
. . | ’ e . .- ~ ° -
Increased typing speed ‘9 | 46 o -16.363 83.635 . -
‘Standards have been lowered 4 .- 50. 7.272 mo.wﬁwf . \ i
- * b R 2, LT . o L\‘ -
Other: . 5 ' 55 , 9.090 100.000 ~F
' . ° - .
Hmnﬂmmmmm wmmm\ for mﬁoanvmﬁm 1 . y s ) ‘
M More nOan\ﬂmmvoumﬂuHHHn% i ” T ) ¢
| More versatility ﬂmnmmmmﬂw ‘1. | R B
Not mwocmr acmwwmwmm mnmnomﬂmvw.hn | KN /
applicants 1 . i ’ . < .
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~ The unending debate on. the need to retain the présent -emphasis or de~
celerate the shorthand prograh seems.npt to haye been settled in yhis study,
With slightly more than.half of the firms requiring shorthand and almost half
not requiring it can come much conjecture and sﬁecula;igﬁ; Probably the chief
reason for the ldck of: shorthand required in this survey is that only entry- ;
level positions were included; and traditionally shorthand has been the rquired
skill of positions such as secretary which are above this entry . level of work.
- Then, too, an inability to find shorthand—capabilities'in\workeré has led
personnel managers to seek substitute skills involving machine transcription. .
Since’ employers and execytives have '"weaned" themselves away from shorthand 4
dictation to machine dicfétion, many firms no laonger specify ‘shorthand for
entry-lével jobs.  This does not say, however, that they would not prefeér ¢
shorthand skills to machine transcription skills.if such a skill were ‘available;
"neither does it negate the advisability of offering shorthand, necessarily.

.In a dynamic ~conomy such as ours, it is to be expected that many changes
would be anti¢ipated by businessmen responding to this survey. In this study,
18 out. of the 42 firms surveyed did not anticipate, any changes in hiring stan-
dards (in Table 11 this represents 18 firms expressing "no significant change"
out of the 71 expressions of anticipated change by the 42 firms), with most firms
~ averaging apptoximately four changes anticipated., In this ceatext it is important
to a note that 11 firms anticipated less need for shorthand and 10 anticipated a
. greater neegifoq data processing (EDP) trainjing. Not unexpectedly, no firms
. dnticipated changing to lower standards as might be true if worker supply were
lower, ' ' K ' ' g ' S
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4. OFFICE BEHAVIOR PATTERNS . . =+ -~

.Strong influences exist today for improving the human condition., With L
new forces afmed at liberating women, at improving human and social problems . = ——
both on and off the job, and with concerted efforts directed -at- overéoming
environmental pollution, it is important that the office as a major socio-economic
work environment be studied. Both officg<and-personne% miﬁagers as well as

business teachers must be able to identify with and stress’ the human as well .as
' the technical. problems relating t successful office performance. ) 0

-
e

Human relations problens .
-,VV\:f"fggftlgipénts-in ;gis ét y, as in the 1970 study, were asﬁeq to comment
~ on human relations problems f und in their offices., But rew to this survey

. was a question asking for those activities and behaviors of the office st:ff

which were considered taboo, that is, either forbidden or not encouraged. The, »

/

top three humanfgelationi/ﬁroblems listed in the two surveys in percent of
responses were:- - e
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. gnwnwwmnm@ n#mnamm in Office Hiring mngamﬂmm in Next Five %mmﬂmu Hmww Hoam mn:m% (42 wd.ﬂBmu )
- B . No. of mHﬂEm Cumulative no. dmw.tmnﬂ of total | Cumulative percent -
“ Anticipated change anticipating of anticipated | anticipated changes of total
, indicated change - changes - - ° reported anticipated changes
} ) | reported- p . Teported ©
" . ) w . L. o
No significant change 18 | 18 25.352 25.352
| : ..
L : o - : ; de)
Need for more diversified skills ~ ’ 17 =177 35 . 23.943 49.295 A\
.0 : ,. . : ” . . . _, < - . -
. Job requirements will be upgraded 15 | 50 21.126 70.421
. Less need mou. shorthand i1 - /zm,w 15.492 85.913
. Need for more data wﬂonmmmwﬁm v . - o
. Hwﬂmbm c A0 7 71 14.084 100.000
1ower \standazds * o | ST 00.000 100.000 -
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B 1972 study L . 1970 study -

1, poor use of time (21%): ' . 1. lack.of reSponsibility§,357 ‘

2, "lack of responsibility (13%) o lack of dependability.?‘ 2

3. .lack of dependability (10%) _ . 2. inappropriate dress (32%)

. o . ¢ N . 3. absenteelsm and poor (30%)
S attendance

R o !

" Admittédly intangibl#factors, responsibility and dependaé@lity s worker
assets seem to present difficult problems to handle in‘office work situations.

P lack of both qualities seems to be a mgjor-concern of office managers in both R //

' surveys. ‘However,; the poor use of time, which ranked fifth in 1970, is now ranked
v first by firms in Tabte 12,:as compared to fifth in the, 1970 study. Given-the
current high cost of office laboi, it becomes very understandable as to why thes

poor use of time seems to be a critical human.relations problem in this study.

(The reader can gain additional insight into this labor~cost factor by examining

Section 6 in this monograph, which relates to salaries of office workers.)'

-
-

1
[y .

L \ . . _ _ N
¢ . Teachers .continue to face the real challenge in indoctrinating ,students . to
the interpersonal problems of.the office's-social environment. More than
discussing such problems in the'classroom is necessary. 3£ beginning workers are
to adjust and fit properly into tie business world, Of cdtrse, many of the -
problems cannot be realistically simulated in the Tlassroom, althcugh they can - -«

- be identified and discussed, - -l e e £ U R G —

e e T - . o J

o T&éoo getzvztzes , . | - _ ey
Textbooks used in classes have a tendency to cover standard,-formal work

'procedures, leaving the so-called down~to-earth "nitty-gritty" to be,handled by

. the worker on the job, In an effort to determine how liberal (and liberalized) ..

the 6ffice environment is today, a question was posed as to what activitiés and

modes of-behavior are considered tabéo in the offices today. Table 13 summafizgs

these activities/behaviors. Y ‘ o '

By and large, all these behaviors may well be grouped under the classification
"nersonal behavior problems" -(as op?osed to professional behdvior on the job). ’
N ' ! R¢ading of paverback novels, eating lunch
) ' Zﬁ snacks, ciewing gum and smoking, as wéll
s personal conversation can eaaily deteriorate
/into unprofessional:behavior and probably for
/this reason, are not condoned by office managers.
_ Good taste and regard for the company .image '
must never be¢neglected by the office workers.,
Overdressing (the activity listed as very °
fashionable dress) and other behavior patterns ' '
must receive attention in-the 6ffice classroom,
especlally at a time when in-school dress and °
behavior may potentially be subject to wider
b S N

T . )
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” . ) .\,T . ..... N o . . N a
m... W e N \__m.eﬁwu. Relations Nﬂov.wﬂmm of Beginning Office Workers, 1972 Iowa Study (42 Firms)

.- . . Type of Problem “. * No. of fimms;. | _ Cumulative no. |.  Percent, of Cunulative percent of B
" . . P " indicating | 7 of problems | ° total problems .. total problems
. . ’ . _- . thig problem _ * reported ’  reported -~ reported

- T

- ..., Poor use Of mime ; = - | - --18 'e .18 - 21.428 ot 21.428 , &
r TR Y S B S |
.. 29 13.095 & 1. - . 34,523 \

Lack of respondgbiliey |- ¢ . 11

,.: _ﬁm..nw owv.\&mmw.mlmwvﬁu.%w% - 9 . ﬁ . wm_ . ,_ wo.ﬂ_.b . ‘ ; .b.mu,ww..u .

. thappropriate dress < | T 9 R R R TS (X T ssies1

ol amememetsn el S se T e s

B mmu&mmmm u_,..ﬁ. | B2 4 - _..,_.%. | Pm..ww. _ | | ~ 76.188
= “Lack of ambition R P S n N s | sasz; o _
Vo fak ofilogalty | .t . 4 o 5. a6l . | 88282 -
Poor srocming .. . . 4 R AR N B a6l | o4.043 . m

« " . Unbusinesslike mamner- - [ (. -3 T~ |- . . 8 | 357  97.614
100.000 -

LA : . .. -
Syt . . . . . o.A.nv

‘Lack of respect L {1 FL 20 | o Te L. 2.3%0

",
s
-
/
o .
'
'
@
1
«
»
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Table 13

~ Hmwoo .Ponwﬁ.nwmm mbd wmwm?won in the ommwnmu m.muN Towa wncm% Q«N u.u.dpmu - X

AL

<4

Activity/ wmwmﬁ.ou _ No. of firms nuacu.mnu.dm no. . Percent of total Cumulative wmnnmﬂn of
' indicating this| ; of activities activities total activities .
_ . activity ..~ reported _u..mm.owﬂmm . reported
wmmmubm wOQWmu mnn. > when _ . i i . T N
not busy 35 ERARE: > AU 34,653 34,653
3 . N e . T
mmnwum at ummw .18 53 - " 17.821 “ 52.474 "
ﬁmwnﬁm mmnmun during breaks 16 . 69 7 N 15.841 . 68,315
dmﬁ.ﬁ mmwwu.ou&uu.w mﬂmmw 14 83 . 13.861 T 82.176
o mﬁm%mﬂm and wife'in mem. ) T S
company . .9 . > 92 8.910 91.086
Smoking at desk - E .4 . 9% - 3.960 95.046 S~
Chewing gum . 3 99 = 7 . 2.970, 98.016 63
. : . " R : #r .
Pantsuits for women ° -1 g - 100 .. «990 . ©9.006
oz_mn. AN 1e ‘101 .990 100000,
Taking nommmm wﬂmm.Wm . .._... . ) —
% . * ¢ . i . .
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. J"“ behavior swings than are condoned by the participants in this study.

»

Interestingly, 9 of the 42 respondents who indicated in toto 101 responses
— to-this question would not permit husband and wife to be emplcyéd in the same ., .
% company. This indicated but .one personnel policy which should be discussed .
- by’ students whe are preparing for the world of work, Other equally interesting
" policies and procedures could be compiled ‘by a survey of personnel offices in
the. school's home community.. o '

H RO L] o .
LN .

-,

e, -
f -

| . S, PERSONNEL PRACTICES AND TRENDS ~ _ | L
o In contrast to the 1966 and 1970 studies, .5 1 | - ® st
-.this survey inquired at some length into_many‘fﬁﬁﬂ ' . Wl -

prictices and trends involved with the management Ao ;—f‘ 'Lf ;
- . of office persomnel., Included,iﬁ'tﬁiq listiof ¢ . §?$~ o

' topics were the-following: \. W
c (1) office-entry jobs open to men =Wk {;3\\\ 7Y A5
. , (2) Preferences in hiring given to , - * Y7\ \\ . =
BN ' . graduates.of cooperative\programs " N\ AL
“ .  (3) Sources.of employees for the office . o o v F*
.+ (4) Reasons for not:hiring 5S{repbrtEd A R !ﬁﬂ?' .
by personnel managers = ' o l - '
++ (5) Orientation and training programs . :
- (6) Criteria for promotion of office L -
' . '~ employees . , B M :
(7) TFringe benefits available to office B "
employees g S o
: ' N ' N o S S
Of fice-entry jobe open to men o g |

: g . _ v

"+ The earlier studies made nqvmention of the sex of .employees. giﬁce 1970,
hgwever, a steadily increasing stress has been given to sexual discrimination,
sex stereotyping, women's liberation, and other social action programs, many
of which have implications for the office. Since the introduction of the type~
writBr in the office was said! to have emancipated women and brought them into’
the office by the millions, it seeémed appropriate to determine whether women
weré solely the only genddr considered for entry-level positions in the office.
To this.end a question on the types of office jobs for which young men would be
considered was posed and summarized in Table 14, The results of this question ) '
show that the top four office jobs for which young men would be considered are,
in.this order: both computer operator and' payroll clerk in 30 out of 42 firmsj
mail clerk, in 27 firms; and clerk-typist, in 24 firms. In almost half of the /
firms, many of the other positions, long considered to be female-dominated
positions, were listed as possible positions for young men, The most notable
example, probably, is that of stenographer, Where traditionally a shorthand skill

~ . 1is required, Business teachers could well emphasize the results of this table v
to their young men as well as young women in high school,: ‘ | : ‘

ty
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— -, Table 14 ; e
, L - / ) NS
Types o s in Wmmmo?mmﬂn Firms for Which Yoéung Men. ﬂoﬁ.m be nommu,mmﬂmm T
o : J&ﬂ&lé?& Firms) Y
Job- A—zo. of. firms Cumulative no- Iwmé Cumulative mmﬁnmnw W.m//
Mwnmwwmnwnm mwm.m % f jobs o uo,wm ——— __total jobs . .
. Job mmwoﬂnmm H.mwwﬂnmm #onnmlﬂrff/
30 S 30 "13.513 13.513
S P30 .y e ? 13.513 26.826
| o2 //r 87 12.162 - 38.988
Clerk-typist ., - 1. 26 b m 10.810 49.798
Filing \Numuw _ - 19 b 130 8.558 58.356
IBM MT/ST operator e 19 . - 149 B 8.558 66.914
. i) ) : ; . e ] -
.mnmmnw.\mﬂwmﬁmﬂ . . .. 18 h - 167 8.108 75.094 M.l/d
nm,-ub.wu,wnwnm machine operator \ 18 . 185%  8.108 83.274
: f . ] & - . . *
Receptionist . | 14 1 199 6.306 89.580
Transgribing machine operator 14 213 6.306 95.886
others 9 - | 222 4.054 - 100.000
: Order mm.wwﬂgmﬂn .n“_.mﬂw 1 .
Any Hudmu.ﬂubb - 1 . -
General office clerk/ Hnﬂmﬂam&.mﬂr - ! - o
clerk/senior clerk . 1 - . ) . .
Accounting type positions 1 _ .
g%. ' N . X
Any position . c1 B
Any we have 1 . ;
P Not mvmnwmwmm SR 2 ’ ) ..
’ { R ) . LOf
’ . ° - . . .. ° b ./ ) ‘l W
~ ! « " N Eu

»
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. Preferences in hiring cooperative program graduates

-y .

~ Singe 1963 and the passage of the Vocational Education A::, there has been
a great increase in the use of the cooperative program method For training high
school students on the job, Typically ‘students spend mornings'in- school and = )
afternoons in offices getting realistic affice'experience.»-Forgﬁhis'study;.: . .
therefore, it seemed interesting and important to determine to what extent personnel/
office managers would indicate a pcefererice in hiring for graduates of cooperative
"programs, Table 15 gives an overwhelming preference for cooperative program .
graduates 'in that 39 out of the 42 firms expressed such preferences. It would be
interesting to determine in a:subSequént study. whether the requp&éht firms have
had direct experience with such programs or whether publicity and/or hearsay seemed -
to motivate such answers. . o : A T

N
v \
L 4 N .
S
)
i

Soutces of new Ymployeqe for the offiee . . "

Office educationjétudenﬁs_an& their teachers (who are usua}ly-informaln
‘placement directors) are always interested in the hiring behavior of the firms

';_in,their area., Each of the firmé was asked to List the chief source for obtaining

office employees. The state employment agency was considered as the chief soyrce .
byi15 out of the 36 firms who. responded to tlis question (6 firms did not rep ¥),
with 9 of the largest city firms suggesting they went directly to the school

. placement service. Research indicated tﬁ&q all of the firms using state employment
agencies had such offices in their own cities. In contrast, the private employment
agency whose services require a fee for placement was not used so-often. (See ‘
Table 16.) - ' o : L _ ) ' : ' B
- \ ! a . : ~

é

Reasons for not hi?ingla'pfospective employee o <

‘dtudents can learn much from "how to" as well as."how not to" sitvaviems. In , =~
this case, nonskill reasons for rejecting a prospective employee represent ''how
not to be hired," or more specifically, "what.to do'if you don't want to get hired."
L . e . Experience ranks first as a reason for re- ' o

jection by hiring officers us shown in Table 17,
a point which may well QE related to the =
preference for cooperative program graduates
who have hé@?ﬂ, erience on. at least a half- ,
_time basis ‘during their school years. Persoha}}ty
ranked ‘second, in part at least suggesting the” -
importance of a pleasant nature, a positive’
attitude, a willingness to work and to learn.
Appearance, too, was an important determinant
of rejection, a point which should be clearly
impressed on the would-be office worker. -
. . » (This question was not ;osed in earlier studies
P " and hence cannot be compaced with this- study.)

o
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Table 15

°.

. "

B

. \ _ s N
Preferences: ﬂwdmu to Graduates of Cooperative omeuam mmcnmnwou wnomﬂmﬂm |
- . -H.wuw Hoﬂm Study AbN m.HﬂBmv N\ )
Preference Indicated Noi o,mmnsm + Cumulative no. Percent of nonmu. . Cédmulative
. o - indicating. ~ of firms firms indicating percent of total
- preference indicating " preference firms indicating .
- \(/ preference ‘preference .
.m.Oh cooperative mmﬁnmﬁ.g mﬂwmﬂmnm 39 " 39 92.857 T 92.857
For nounoovmﬂwanm ed nmnwa\m aduate E u 42 7.142 100.9000
S R T | / R
. . P o s S
. . / : .
- Q' el .\.\ -
7 -
.& - . . /w...,./, \H
oo : : ey 3
. -9 = .
- .%. W»U ’ X e - ’
RE -t
: - 2 .- - o \ .




" .Private employment agency .

. .. . ° - v / *
) a , ~.uable 16 )
L Sources for Obtaining New Office mswwowmmmux_“._buw Jowa Study (42 m.MﬂBmv.. :
. 'Source - No. of, firms Cumulative no,| Percent of total " ‘Cumulative percent
using this of soutces’ sources . of total sources
- source - reported < reported reported
' State empi#ment agencies - . 15 ] 15 ,ﬁ.,m_mm 41.666
School .me.mmbﬂn. service 9 4. - 24 Nm..Qnd./ 66.666 ,
. , s ’ o . . . | D -
| Newspapér advertisement Q 6 . 30 . 16.666 82.732
36 | ™~ 16.666 100,000 0
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wmmmoum Aanwmﬂ Than ﬁmnWWON mWMHHv for ZOr.mHHHﬂm MHOmwman<m Ommﬁnm
| Hmwm.nozﬁ mnam% Abw Firms)

s

- -

LY
b

Reason mon.ﬂmumnnHOﬁ C - No. |of mMHBm Cumulative no. Percent of to . Cumulative percent of

. . . wbmwnmnwum of rejections ~ - rejections total rejections
. this reason. ‘reported ~ reported : reported

Fd

L

Lack of Muwmﬂwnnnm . ._ o R S . . . ) 33.766

Bérsonality - ..WMV S L2300 3 N .870 - , ' 63.636

Appearance’ '87.012

0.090 | - 87.012,

0.00C - 87.012

yz
MOOH Hmm ence
Poor work record
Poor £€mploYyment -
‘record with
~ past employer
- Poor work record. .
: at other places
,MOOH<me# school
 record
Attitude - .
. Lack of ambition
Lack of interest
< Motivation

" Phiysical vﬂowwms.

Other: = T 100 " | - .  12.987 100.000

o\
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Orientation and training programs -

A widely varying length of orientation and training programs is shown in
 Table 18, - Number of days of such training--new to this. study-~ranged from 1
day.(as in the case of 3 firms) to 180, with the mode figure being -30 days. The
contents of these training programs were not divulged--only their length; although
content would be a significant type of information for business teachers who
~are often intefested in knowing to what extent their program content overlaps or

‘even duplicates thdt of the training given in offices where their 'students are _
placed, ! .o L R | .

.A", “Criteria for promotion of office employecs : o T

o : - . ]
The data in Table 19 should be interpreted to mean that there are 66 different -
responses from the 42 firiis@s-to the criteria by which beginning office workerg
‘are promoted. (This suggests Blightly less than two criteria reported by each ¢
firm,) Heading the list is the very important$gri§grion, performapge on the job,
"which related to overall efficiency and gffecfi?éﬁéSs, Such , common work perforaance
.nebessities as accuracy and neatness of work,  reliability ad@ punctuality, aswell
'as a host of other performance factors, are probably involved 'in this criterion.
- Time" in service-~the seniority factor--was second in frequency of reportiﬁé.

—~ . , '
Fringe bemefits available to office employees e
- _ Many prospective employees today evaluate firms on the size of their fringe-
{ . . . benefit "package." For that matter, fringe benefits have. com& to be considered
as an expected "right" of some employeces, but students must,clearly understand these
benefits as expensive,costs to employers. ‘The range of suckr benefits is broad, .
with the 42 firims reporting a cumulative 1ist of 175 benefits as listed on Table 20.-
All of these firms had some form of a fringe benefit. program, but the most frequently
- reported "fringe" was insurance (group life and group health) reported by 35 firms,
"~ followed by coffee breaks, which are usually not classified as a benefit. An

_interesting assortment of other benefits was reported and is listed in itswent;rety
in Table 20, Students should be made. aware that most of these -benefits should be.

considered as additions td their income as employees of the firm and their provision,
properly appreciated. ‘ _ , o/ .

6.’ %&ms OF BEGINNING OFFICE WORKERS.
__ _ F ?

The job is more than the paycheck, tliough admittedly compensation is a Very
" important factor.in achieving a good work relationship., While salary figures
‘are likely to fluctuate widely over periods of time, it is interesting to make
" gome comparisons with earlier studies as well as toc note how. the present study
compares with national salary surveys conducted by national organizations.
foo w0 -
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Table 18

-

\
\

. vm._, 1972 Towa mncm.% (42 m.wnsmv . i
“No. of mm.%m . No. of firms . . | * Cumulative no. Percent ¢f Cumulative H.umu..omﬂn
- of orientation |- specifying of firms 3 total fimms of total firms
and/or A . this no. reporting reporting reporting
traiaing - x _ -
1 2 : L2 7.142 7.142
e e . g _ ) . . . -
2 I 3 3.571° « 10713
5. : .3 S 6 . 10.714 21.427
s . " ,/;‘“fﬂ,// ’
10 .2 87 7.142 b 28.568
14 + "5 13 TTe17.857 46.425
15 1 14 3.571° 149996
20 g o2 = 16 - 7.142 - T - 57.138
hd . ’ h . < @ ~ ‘.a«.
30 4, . w207 : 14.285 - 71,423 .
50 . 1 o N 07 74.994
60 2 : 23" 7.142 .- 82.136
90 4 K 27 14.285 96.421
& - € . b N ' . .
180 1 28 L% 3.571 100. 000
N | .
o - : A,

T Y

Aruitoxt provided by Eic:

E\.
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N Table 19 - . - .
. " . . * - ~ : . . . . ) K S
Criteria .for Promotion __om ‘Beginning Office Workers, 1972 Iowa Study (42 Firms) -
T \ Criteria . ‘No. of firms Cumulative:.no. N Percent of Cumulative percent of
o using these |~ , of criteria total criteria total criteria -
. o nn..m..nmndﬁm_ " reported - sorted . reported \ _
_ ] .W 5 : . . s
Performance on job 36 36° 54,545 54,545
. ST a
. : : . . . <)
Time in sefvice 20 | 56 -1 - . 30.303 84.848 o
. .. . o . i
Further "education 9 65 13.636€ 98.484 3
. i \ﬁrl )
Age , 0 ~ 65~ 0,000 98.484
_ .«w : A : \A v - \ &
P Other: . ¢ , i \./l\\\ o
’ Acceptance of - . _ A -
. -responsibility - 1 : - 66 -. 1.515 100.000 _@
.’ Y hd . (1 »
N . . ]\vr ,
o .
o
. LI -~ . . ,.. -
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Table 20

muwnmm.wmwmmwnm mﬁnmnmwww hAmMHmva to Beginning Ommwnm zcuﬁmnm. 1972 Iowa Study Abw wrﬂamv

Type of benefit w

-

No. of mPﬂBm.h

.with this
benefit

‘Cumulative no.
of benefits
reported

A
N

Percent of noan
‘ benefits
. reported

.~

Cumulative percent

of totfal benefits
reported

" Group life Hnmcnwnom. . .
" Group health insurance . . O

Coffee wﬂmwmm
Sick Hmmwm\\ . ) w

Two-week vacation
One-week vacation

Other: \

‘n

pmt
T

Educational assistance/holiday pay
Education wwm\ﬂmwawcﬂmmamnn program
_ Tuition aiid . -

Advanced macomnwonmw assistance
Stock purchise plan
Profit sharing
Disability insurance v
Drug insurance . :
One-~day vacation/month for mwﬂmn 10
months - :
Nine paid holidays .
- Eleven holiday thrift vab
- Paid holidays ‘ .
Complete package
Holidays/time off with mm%\ me%
others , ;
Seven holidays a year SR F
Temporary disability/free wmﬂxwuw\
medical facilities/credit union *
., facilities .
Bereavement/jury and witness vm%\
- 9 paid holidays/premium pay/
’ educational assistance . %

’

bbb k. A e ol kel

1

2 b b

s —— ._l~-

35
35

34
2

16
14

17

35
70

104
128

%4
158

" 175

"~ 20.000
20000

3%.428
- 13.714

9.142
8.000

-

m.NHb -

.oy

'L

20.000
40.000

59.428
73.142

82.283
9G.283

100.000
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Mbnf%lg salaries - 1972 study

Tables 21, 22, and 23 report monthly - t | ’,/’;?#f
saldries for, clerk~typists, stenographers, L s }//”ﬁ
and receptionists, respectively. The lowest : - 659. _
range of figures reported in each table is. 2 B fffg:f;;iJ/’//,
apparently meaningless since it probably - \)

was interpreted as "weekly" rather than ..
- monthly salaries. Other salary ranges are
noteworthy especially since they represent
a different range for each of the 37 firms

reporting; 5 firms reported no salaries _Z
for -clerks (Table 21) and 11, no salaries :
“or receptionists (Table 23). yesterday today annqrrow

’

‘From a glance_at the left (salary-range) éolumn in all three tables (21,

22,.and“23ﬂ—1x~canfbe“seen—thatfa—wide—range~of—satartes*is—repvrtedT—;ﬁ"cinser“““—f

look suggests that much overlap is to be found in the reported ranges--but that
no two ranges-exactly duplicate any other except in two instances in Table 23
(receptionist salaries)., One explanation of the wide variation iniBuch ranges
is that several cldssifications such as clerk-typist I, clerk-typist 1I, etc.,
may be included, even though the original -question asked for monthly salary
ranges for begiuning workers for these three positioms. -

In an effort to’spmharize salary infbhmation.in this. study, the following
information is provided: ' A )

¥
)

A1l Salaries (Olerk-typist,'Stenographer, Receptionist)
A 1972 ‘Study , ‘ S

position . range ‘ median . - mean
clerk~typis% . $300-620 o 8460 $463
stenographer . 325-815 570 " 470

receptionist o 332-703 517 . 430

It is intefeSKing, then, to compére the above summafy figures with those figures
of the 1968 study, a time period of five inclusive years:.

”

A L

e 1968 study 1972 study increase

position median.  mean ‘median  mean median mean .
clerk-typist §320  $315 / s460  $463 84 9%

stenographer 321 33 : 570 470 15% 8%
receptionist 30 367 | 517 430 8% 4

\)
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T .HNme 21

-

.

. . ‘ ’ ' L] { -
.o, T ) zdmnwww mmumnvmm for wmmwnﬁwnm OHmMnm zonWmmm Anumwwmﬁ%@»mnv kuw Hosm Study Abw mwﬂamv : f
- . ! N Y
- Monthly < No. of firms | 1 nﬁacpm dm no. of |~ wmﬂnumn of total Cunulative mwnnmﬂn of
salary range . with this m . monthly> Ty monthl§ salary total monthly szlary
reported monthly mmwmﬁ% Hmﬁmm ranges HmMONHMQ ranges Hmﬁmﬂnwm. ranges reported’
$ 76-85 - ° = 1 . 1 - 2.70 2.70
¥300-350 S | . LT T © . 2,70 T 5,40
313-426 gt 1 “ x\\\w D 2.70 . 8.10
321-417 ° R S T = 2.70. . 10.80
325-485 iy 1 N 5 e 2.70 . } 13.50°
" 332-350, v 1 T .1 6 ’ 2.70 E 16.20
340-460 . 1 g : 7 2.70 18.90 )
. 340-375" - 1 _ 2 - '8 2.70 21.6D
, '345-462 .1 _, e 9 S 2.70 24.30
350-375 1 10 2.70 27.00
-5 350-400 1 11 2.70 29.70
<+ 350-570 . 1 : 12 ©2.70 32.40
. 358-481 e 17 v i3 . . 2.70 35.10
~  360-390 | 1 . 14 / 2.70 . 37.80
»364-403 ; 1 N . 15 2.70 N 46.50 -
365-380 . 1 o 16 . 2.70 *© 43.2C
~ 370- 2 ».. 1- P <17 2.70 45,90 .
.370-455 ¢ .1 - . 18 2.70 48.60
386-544 . o1 . |e 19, . 12.70 51.30 ~
397-447 , 1 o 20 . 2.0 54.00 I
400-425 1 - 21" ) : 2.70 L _ - 56.70 “
400-450 . 1 ﬂ 22. : 2.70 159.40
410-525 1 - _ - 23 N 2.70 62.10
414~520 ‘1 _ . 24 - 2.70 ] 64.80.
420-644 - - o1 . | 25 - 2.70 67.50
" 425-435 1L 2 2.70 70.20 )
458-711 3 ! 27 .70 72.90 <
470-300 . - 1 | 28 ) 2.70 75.60
- 470-503 : 1 - 29 , 2.7 78.30
481-598 1 m 30 ¥ 2.70 " 81.00
513-550- 1 | 31 € 2,70 . 83.70
550-730 P 1 _ : 32 2.70 »86.40
555-585 . ] -~ 1 33 ‘. 2.70 89.10
. 556-676° .~ 1 “ 34 2.720 - 91.80
- .568<up 1. ! 35 7 . 2.70 ) 94.50 -8
* - 570-725 1 36 . 2.70 97.20
- 590-620 1 ' 37 T~ e 2270 343 00

.- , No report - 5
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Full Tt Provided by ERIC.
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salary range
reported -

No. bm ‘fimms -
with this menthly
salary range

Cumulative no. of .

monthly salary
ranges teported

mmﬁrmnﬂ of total
. monthly salary-
ranges repQrted

-

oanHanqm percent of
total menthly salary

ranges reported

LT
(10

o

- ;
o
-

-

86-90
325-485
335-375
345-462

.350-400 -

. 358-380 -

360-473 -
370-7
373425
374-513
380-407 .
400-450 4
400-666
403-439
.414-520
416-546
520-644
424-475
425-475
425-575 -
435-450
443630

_450-500

459-643
465-585
470-503-
494-765",

- 500-530 .

520-650 .

.- 582620 .-

590-620
£591-703
620~73%
625-8F

"No report -

-~

-

.

o‘.HIH:-'HH_HHHHHHHHHHMHHHH'HHHHHHQHH-HHHHH

.

- \.u.

NI WN

HOWoNo

. 2.94

- 2.94
2.94.
2.9% .-
2.94 -
2.24 o

St 2,94

2.94
2.94
2.94
2.94
2.94
2.94
2.94 -
2. ON—.
-2.94
. 2,94
. /g 2.94

s s o @ 9 o o o
SEENERED
e
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.
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4
4
4
4

<.

2,94
. 5.88
*3.82
¥ - 11.76
. .14.70
17.64
. 20.58
s 23.52
26.46
. 29.40
32.34
35.28
38.22 -
41.16
44,10
< 47.04
49.98
52.92
. .55.86."
58.80 -
61.74

67462
.- 70.56

R 73.50

76.44
.79.38
82.32
85.26
88.20
91.40
1 94,08
97.02
100.00

64.68. .. -
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i s - ’Table 23
Monthly Salaries for Beginning Office Workers ( Receptionist), 1972 Iowa Study (42 Firms) "
Monthly ! No. of firms _ - i Cumulative no. of Percent of total Cumulative percent of
salary ramnge | | with this monthly monthly .salary ¢ monthly ,salary total monthly salary
" repQrted salary ‘range ranges reported ranges reported " . ranges repvorted .
$ 76-86 . W S 1 3.22 3.22
332-350 | | . 1 2 3.22 6.44 .
335-375 = ! . i 3. . 3.22 9.66. )
340-375 H i A 3.22 ~12.88
350-400. 2 6 6.45 . 19.33
'350-553 o1 7 © o 3.22 122.55
360-473 S A 8 . 3.22. 25.77
365-407 - 1 - 9 '3.22 28.99 )
370-7. 1 .7 10 3.22 \ . 32.21
©.382-510 1. 11 3.22, . .35.43
390-476 . o1 . 12 3.22 ..  38.63 -
400-425 2 14 6.45 . 45.10 T
400-466 1. 15 3.22 - 48.32 7 ,
403-439 ; 1 16 3.22 51054 N
408562 - 1 7 . 3.22 o 54.76 I
423-600 ; 1 18 3.22 ) . . 57-98 .
425-475 - ! 1 19 . 3.22  61.20 -
425-575 : 1 20 / 3.22 . 64. 42
454-511 m i » <21 .o 3.22 67.64
458-711 ! 1 . 22 uawmp\v 70.86
465-585 : 1 23 . 3.22 " 74.08 .
470-500 ° 1 “ 24 3.22 77.30 .
470-503 - : 1 25 ..3.22 80.52
481-598 . 1 ; 26 3.22 : . - 83.74F
- 494-615 1 27 . 3.22 . ' ' 86.96
531-F9 = 1 " 28 3.22° 90.18
585-620 | 1 29 - 3.22 o - 93.40
590-620 ” .1 30 ¢ 3.22 A TR " .96.62. .
591-703 : r o 31 . " 3.22 : S 100.00
;o . . v . .; 7. L
No report - 11 : > . h . e
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In this case, the median for the 1972 study was found by calculating the e

midpoint of the salary range for each classification, while the mean was determined
by dividing all reported salaries by the number of firms responding, Those -

- figures .for both mean and median for the 1968 study were approximated from 1968 :

_wdata@ﬁAwDataufou;themlgﬁBélzwinclusive<five—yearuperiqdwweﬁemthenmcompanedwbomasﬁwmmwm

‘to yield a percent of increase for each.position classification, -

b

( . o - - :
. . : . . . '
.

LI

. Curpent 1973-7473ala%§es e . e
%'\ Business teachers and office managers should be aware of geveral annual
(and highly reputable) surveys of white collar workers' pay. - Two of the mest
. important are the annual survey conducted by the Bureau of Labor Scatistics-and
the'.Salaries Study of the Administrative Management Society, Willow Grove,
. Penngylvania.  In both surveys, regiohal salaries are prepared offering interest-
 ing comparisons to be made region by region. One of the latest surveys of - -
“clerical-level salaries reported by the Bureau of Labor Statistics shows these

U.S. averages (as reported in'the_Seﬁtember; 1973, issue of Nation's Business): ..V
: . o ..,- . Ce ' i
BTN wage ~~ uage O
position Y per week , . per month -
. _ - R, . . ,
_ Mail clerk-file clerk $ 96,00 - $432.00
'\\§\General clerk B L 108,00 . , 486,00
, eneral clerk A . - 129,00 : .580.50 .
Typigt-clerk,: o - . 111,00 S 499,50
Stenographer - 121.00 o 544 .50
Secretary B o ©137.00 - 616.50
Secretary A ' 159.00 = ‘715,50

‘1 ' L '

. . ' . f.v".;n. l IR ' 4 ' e) o N . 4‘;:.-' '
On another hational scale, comparable data for this same time period (late

1972 and early 1973) as compiled by the Administrative Management Society (AMS)

show these figures for two of the three positions included in this study (the

~ receptionist category was. not included in the AMS sqfvey): .®

. U.S;'average |

: . position . 1972 1973 ~ tnerease
'clerk~typist . 4468 . . $&99 | -1 6.7%2 a
stenographer 513 . ' 544 . 6.1% . .

-
2t

3

1} \

sKallaus, op. eit., p. 8.

-~ ]

N 60ffice Salaries, Admiﬁistrative Management Society, 27th‘Annua1 Survey,
1973-74, 1973, : , - - | .

S




- study. compare favorably

:"'/. I \ | B
S 37

.‘ | ‘ . . ’_ | u"// . |

.Mediqn salaries in this study closely parallel the avergge salar

j A
;/ ks repéited
by AMS which were based on the use\of the arithmetic mean rather than the
median as a measure of central tendency. .

A

As this current study shows, the salaries offéred by the fi s ‘in this

those salaries repoyted jn the national surveys. ... ...
. Business teachers should| open up communication Yines between their classrooms

and the hiring offices in their communities s¢/ that such ‘salary information
ig available to students| contemplating early/employment. )

s

 One can nevef say with total/certainty how well a set of data represent the
population for which the study #s intended. Yet we know that office_employment -
data, given the/stability of office work standards and skills performance and
proper survey (controls, can gften by considered typical of the employment situa-
tion in the areas covered by the study. Especially is this .t ue. if one does not

make undue, unnatural com é}isons thtough time, between or among vastly different
geographic regiqns, ard /ﬁe like. T . B srent

* The survey data/;epartéd‘in this monograph deal with one segment of the office '
employment market in’a heretofore agricultural region’ in the imid-United States,
but an area which is greatly increasing its urbanizing tempo ‘While oné cannot

" say with certainty that these data are representative of other midwestern states,
‘let alone states’in other areas of the United States, the results should at the
" very least offér useful compatisons to teachers and persorinhe

L] .

»

and office managers
“everywhere, SR '

, By waf'of summary as well as conclusion, the'reader,is.%eferredyto Figure 1,
An Office Employment Profile, which describeg in abbreviated format what this

study is all about. It tends, it would seem, to reconfirm what mmany educators

. and managers, have continued to contend--that the functions of an office. are.

‘comprised of the many activities to handle business information~-whether they be -
typing, filing, duplicating, sorting, collating, calculating, or transeribing=- .

* and whether they include men and women only, or have ‘superimposed upon the human

“'structure, the awesome shadow of man's mighty information machine, the computer. .
In any case, the office retains its traditional fumctions of service and managerial
support, regardless of ,any new "mix" of man and machine in its overall operation.

>

AN
J
v
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“_w mw mmc_:mmw OF mz_u_b<mmw
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v

)

...moo& nHmﬂHnNH meHHm. especially
nwvmaﬂwnwum

-

. ..shorthand mWHHHm..mmvmnHNHH% mOH
. mnmnomﬂmwvmﬂm.
s N .
«..familiarity with calculating
" - machines and related common
... . _office machines :

hY
4

...little/no data processing _ .
' training for the non-data
processing worker

...little/no nrwamm.wu skills but

-

~ ...better use omAnMBm1\

...more vamwﬂmmmHMWm ouwﬂwmtuav
behavior . . :

- JRST

g

-

;4

some de-emphasis on shorthand

"

] \)M.

- Fig. 1. An Office Employment Profile

...1%4 available office jobs

ry.mmHmemm_Bmﬂnwwbm U.S. mwmﬂmmmm

46

...few changes in hiring wnmummﬂwm

.«».many office jobs for men

...preferences to "'Co-op". .
'~ graduates . -

«..placement services

...a variety of orientation training

uw.wnosonwonw largely based on job
' vmmeHamunm

~ ...a big package of attractive mmwwmm

. benefits




Fl MS IDENTIFIED AS PARTICIPATING IN STUDY* ’

. N ) ’

e S SR N te e b e ene i s Ve .

N

*Other six firms not identified

4y

Firm‘ _ S Loeatzon Type of “Product ,
1.__A1uminum Company of America Davenport alloys, copper; ete.
2, Armour and Co. . ‘ Mason City meat products
3. Bourns, Inc. . ' - -hnes - potentiometers -
. 4o J. 1, Case Co. Burlington tractors, backhoeS'
5, .Cherry-Burrell Cedar Rapids .~ automatic control
_ _ : ' " ‘gystems
6. Clinton Cofn Processing Co.  ~  Clinton 1ivestock feed, acids
Div., Standards Brands, Inc. ) ' B -
. . 7. Dé€lavan Manufacturing Co. West Des Moines grains, seeds-
8. Des Moines Register ~ Des Moines newspapers
- . - & Tribune Co: S ' : o .
© 9. E. I. DuPont DeNemours & Co. Clinton’ chemicals = -
- "10:- _Eagle Signal " Davenport industrial timers,
: Div., Gulf & Western Ind., Ino. traffic controls
‘11, Fdirestone Tire & Rubber Co. Des Moines . tires, retreads
12.  Fisher Controls Co. Marshalltown- control valves,
: L ' . e  instruments
. 13. Flexsteel Industries,. Inc. Dubuque - furniture
~ 14. General Electric Co. Burlington components
15, George A. Hormel & Co. " . Fort Dodge ~meat products
* 16. John Deére Tractor Works . Des Moines . " harvesters -
17. John Deere Tractor Works _ Dubuque crawler tractors’
18. " John Deere Tractor -Works - Ottumwa harvesters, blowers
'19. John Deere Tractor Works Waterloo farm tractors "
20, Lennox Jndustries, Inc.. Marshalltown heating, air
o v conditioning
21. Link-Belt ‘Speeder Cedar Rapids power shovels, I
Div.,;FMc Corp. B '~ cranes ' '
22, Mason & Hanger-Silas Burlington explosives, ammunition
- Mason. Co., Inc. ' : ' T
23, The Maytag, Co, ' . Newton automatic washers
24, “McGraw~Edison Co. ‘Centerville toascers, broilers -
25. Meredith Publishing Co. Des Moines - magazines, books
26. John Morrell & Co. Ottumwa meat products
- 27. Penick & Ford, Ltd. Cedar Rapids food products
28, The Quaker Oats Co. Cedar Rapids cereals
29, . Rolscreen Co. Pella wooden windows,
, ' ' : folding doors
- 30. W. A. Sheaffer Pen Co. Fort Madison’ fountain pens, fluids
,31. Sheller-Globe Corp. ‘Keokuk sponge rubbet crdsh
~ .pads
32, SquareuD CO- Cedar Rapids circuit breakers,
. : . ~ switches -
33, White Farm Equipment Co. - Charles City - . farm tractors °
34, Winnebago Industries, Inc. Forest, City recreptional vehicles
35. Wilson-Sinclair Co. Cedar Rapids meat products :
36. Zenith Radio Corp. .of Iowa Sioux City phonographs, radio

receivers
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o PROF+ NORMAN-Fu KALLAUS .. & J

DEPARIMENT ,0F BUSINESS. EDUCATION
THE UNIVERSITY OF 1OUWA :

| L ' T 10UA CITY, | ouA S0R40 .
N W L : T
_.__....._/.Q_ oo - ,,,..,.“'Q?,._ﬁ.‘. e ,-_.f*_;s.(,‘v.y_.o"~ﬂ-,“,-~~-.‘.-..w...v...;-".....,t*.._..--...W_Tw.._. : -
- . HIRING STANDARDS: AND JOB OPPORTUNITIES - |
: - FOR BEGINNING OFFICE WORKERS , .
- SCard n ' S ! R '

. 1, What types of office jobn in your organization are available to h13h~ochool
graduates with office tratntng? (chcck one or more.)

(3) {. cterk ~typist, (11) Transcribing machine operator
. (6) . Filing clerk (12) Calculatt machine operator
~ (7) Matl clerk (13) Computo/r Gperator
* (8) Keypunch operatot (14) lnl MT/S8T Yoperator ', d
(9) Stenographer - {15) Payroll lerk ' oL
(10) Receptioniqt {16) Other (specify)

\.

&
.

'2," Please indicate the skill requirements with'respeot to beginning office -
vorkers for the following positions: ) ‘ :

~

_ o Typing . ' k‘i _ Shorthand
(17-27) Clerk~-typist 'wpm for min, w/ errors ] wpm for min.
(28-38) Stenpgrapher Jwpm for min, w/ errors wpm for min, =~ . °
(39-49) Receprionist || |wpm for min, w/ errors 13 wpm for L LJmin.

'y . By v g at

~ 3, Please indicate the monthly aalary tange with ‘respect ‘to beglnning o(ftce

. svorkers for the following positions:., )
(50=55) Clerk~-typist . - From § to §| per oooth
* (56-61) Stenovgrapher From § to per month
(62-67) Receptionist From §( to- § per.month _
d . n . ; ‘ - i
N \ - N . o

4 " Please indicate how the askill requirements in "2" above -have chonged over
thc lase £1~e years. (Check one or more.)

- (68) No'change (71) ‘Standards haZ been lovered B
- (69) Less need for ahorthand (72) {__] other (specify o

, A e

——

, (70) lncreuaed typing spced .

S, What changea in hiring otandardn do you anttcipate in the nexg tive yeore?
(check one or more.) . L ‘

] NO uigniticont change - (78) Job rcqutrémcntl wtll be dpgraded

(73)
(74) Lese need for shorthand (77) Nced for more diversaificd skills
(75)

Lover standards (78) Need for_moro EDP training

o

)

6, In hicing beéinning offlce v rkéra. ‘would
_who had participeted in a choperative
| school, hoxf day on job) dring high

arence to a student
ice/‘ducatton prog (halt doy in

, (19) [ ves t80) [T wo B

. _Card 02 - i ¢

[ 7. Hhich df the followlng machines_ nhoMIL otudonco bc familiay with bo!oro

Vo comtng on the job? (chcck one or.move.) 0
(5) xstlling : (10) Addreseograph . - €1%) Tabulating
(6) “Keypunch - (11) Teletypevriter (16) || Flexowriter
(7) 1) buplicating  (12) Microfilming (17) Oftaet
(8) ] Computer (13) [__1 Adding/Calculating (18) Othet (specify):
{9) L Catd-o~type (14) Varitype o

td | *

:Qi:l!j- . | B | B | 48 .=
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" B, Now ﬂ\\h dmtn pfocenning knowloduc and nkl}l should your new of!lce workefo
‘o brlna wlth tham? (check only ope.)

-

(19) ) Introduction to DP-~acqunlntnnccahlp unit '

(20) No training cunontial unless employees are to work in DP avea

,(21) None required byt some tratning helpful

(22) Banic keypunch aklll,dﬁulted e e e i
DY SO . -— \ L . h /

V4

9., Plcase fndicate which of the tollowinn h:mnn velationn problema yca hévo
enhcountered with regard to boginning office workcra. (Check one or moves)

(23) Laek of dgpendability  (27) Lack of ambition (11) [ ] Impoliteness
(24) |__] Lack of Yesponsibility (28) Lack of loyalty = (32) ] Abaenteclisn
(25) Unbusinesslike ‘manner (29) Lack of respect (33) {_'] Poor grooming
(26) Innppropqxatg dresns (30) Poor usc of time (34) Tardiness ~~
" /N From which of the followtng sources do you obtain most of your amployees? . '$\\\\
(Check only one,) A . . o AN
el . B ) N . .. \\\ |
(35) N'Jepoper advertisements (37) Private employment agenbtes< . AN
-'€36) $State enployment agencies {38) School placement gservicea
11, tov much orientation hnp in-tiouse trainfns do you normally 3£ve begtnntng .
‘office workers? (39-41) [[]:] days' .
12. On what critcrta do you baae ptomotion of beginntng offtce worketu? (Check
_ one or more.) . v :
§42) ] iime in aerviée (65) Purther education . . , :
43) |__ | Performance on job (46) | Otheti(spccify) — B \
. (l‘l’) A.ge ————. . 7 ' , . oo N
13. For what reasons other than lack of skills do ybu not hire a prospective
L employee? (Check one ‘or mote.)A
£41) Age (49)! Personality’ (51) 'l Lack of expertgnce B \
" (48) Sex - »(SO)' Appearance (52) Other (specify)._. > S
. e "
) ) . . , ] . - .o " . . » .
14, What benefits gre generally available to beginning office workers? (Check
one or more.) .| -~ .7 . T . ‘ '
. (53) ' 1 week.vacation (57) Group 1ife insurance
(54) 2 vweek vacation (58) Group health fnsurance
(55) Coffke breaks (59) L) Other (specify) e
(56) ) Slck leave - x P T . -
R 3 o »

15. For what types of jobs in your orgaﬁ;zatton would you_cdpsidet hf&lns young . :
.- men with office training? (Check one or more.)‘ . . . : .
"(60) Clerk-typiat . - (66) Transcribing mochlne operator :‘

(6.1) Piling clerk (67) Caleculating machine operator '
" (62) Matl clerk (68) Compyter operator
(63) | Keypunch ‘operator (69) 1BM MT/ST operatot
= (64) Stenographer - (70) Payroll clerk - ~
. (65) ' Recepctonlqt (1) Other (specify)

. i ¢

16, Which of the foliowing nt.\gcnorlliy considered "taboo" in your of!lceu?

b

(choek one ot nqio.)

¢72) ‘Smoking at ddek ' (76) ‘Pantsuits for women

-{73) Cheving gum (77) Husband and ‘wife in same compeny

74) |} Bating at desk (78) Visiting except during breaks

(75) Very fashionable dress 279) Reading bhooks, etc,, uhon not busy
(1.6., maniskirts, boots) 80) Other (eapecify; .. . -




